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How to Create a Work Order Bid to Send to DHS -
Complete Business Process Workflow

v
Auditor uses NEAT/MHEA application to
create Work Order Bid using Agency

assigned Job Number as Client ID

A 4

Auditor selects and saves Work Order Bid in the
naming format

v
Auditor sends Work Order Bid File as an
attachment to DHS WAP email

\ 4
DHS receives WAP Work Order Bid and verifies
no client address and name in document
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DHS posts work order on website by County, Agency ID
(12345AA), and Agency Assigned Client ID (Job Number)
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Contractor calls Agency to get address

v
Auditor completes Post Audit using the NEAT/MHEA
application

End



How to Create a Work Order Bid to Send to DHS -

Details

Pre-requisites to send a Weatherization Assistant Program (WAP) NEAT/MHEA Work
Order Bid .PDF file to DHS via an email attachment:

1. The Weatherization Assistant (NEAT/MNEA) Version 8.5 or above must be
installed on a desktop or laptop personal computer (PC) and set up per
instructions from the Weatherization Assistance Program’s
http://www.waptac.org/sp.asp?mc=techaids_audits website or TVA and ORNL

training sessions.

2. When installing the Weatherization Assistant (NEAT/MNEA) Version 8.5 or
above program, make sure to input the Agency ID as the “Installation ID” shown

below:

& Installation ID X

becauze they are short and unigue.

Installation 1D 1234548]

[nput a short identifier for this installation of the ‘wWeatherization
Agzsziztant. Thiz installation 1D can be up ta 10 characters.,

The inztallation 1D = used to uniquely name lbrary records and export
files generated with this computer. v'ou will find the inztallation 1D
uzeful if wour agency has several installed copies of the

W eatherization Azsiztant zoftware or you plan to share Weatherization
Azsziztant data with other computers wzing the text expart feature.

'our initials or computer name are examples of useful installation 10z
Thiz input iz OPTIOMAL, 20 vou can leave it blank if pou don't have

any need to share data between different computerz. Use the
Preferences form if you want to enter or edit the (D later.

Done

3. There must be access on this user PC to an email account that allows the user
to send and receive email with attachments. The email attachment will be the
Weatherization Assistant NEAT/MHEA Program Work Order Bid.

4. The user must be familiar with currently updated virus scanning software
installed on the user’s PC. Each .PDF file to be emailed to DHS should be
scanned for viruses prior to attaching the file to an email.

Steps to create, save, and send a NEAT/MHEA Work Order Bid .PDF file to DHS via an

email attachment:


http://www.waptac.org/sp.asp?mc=techaids_audits

1. Download the free Access Snap Shot file to .PDF file converter available from the
http://www.bullzip.com/products/pdf/info.php website. Follow the website’s
instructions for installing the program. Note: this program will allow the user to
print to a PDF file from the Weatherization Assistant NEAT/MHEA Program. Be
sure to set the user PC’s “Default Printer” to “Bullzip PDF Printer” when sending
DHS the “Work Order Bid” described later. If user does not know how to set a
“Default Printer” for the user PC, then the user should consult the PC’s operation

manual or a knowledgeable technical person.

a. When creating the client in the Weatherization Assistant NEAT/MHEA
Program, make sure that the initial client is identified only by client ID,
County, and zip code information (Note: the “Client Name” from the “Work
Order Contact” tab is “NA” below). The Job number is used as the client
ID is assigned by the Agency when the client application for
weatherization assistance has been approved by the Agency. This is done
so that when the user sends DHS the “Work Order Bid” attachment, the
client is identified only

2. Create the Work Order Bid per the Weatherization Assistant NEAT/MHEA
Program requirements. Make sure that the “Work Order” number and the Agency
“Client ID” (Job Number) are the same when entering the “Work Order” number.

3. In order to create a “Work Order Bid” document, click on the NEAT/MHEA “Work
Order” button circled in red below:


http://www.bullzip.com/products/pdf/info.php

*S WA B.5.0.0
File Edit Wew Insert Format Records  Window  Help

SRV IBRY|9[2E [T VIR »KH B,

B WA 8.5.0.0

Clients |

Energy Audits
Site Built (NEAT)

Mobile Home (MHEA)

(=]
Weatherizaton
Assistance
Program

<D atabazes: |DAT empOnCiWAPYE nerguiuditT aolFromOR ML weal-Gsample. mdb _
Diescription: |Default Backend Database File Diata Link |

Setup Library Supply Library Preferences Help | Exit ‘Wit |

‘Work performed at client dwellings




4. At the “Work Order” screen shown below, click on the “Select Report” drop down
circled in red, and select the “Work Order (Bid Form)” option:

*= WA B.5.0.0

File Edit Yiew Insert Format Records Window  Help

SRV fBRY o 2Ei P VLK R B E,

B WORK ORDER -- WORK ORDER -- WORK ORDER -- WORK ORDER -- WORK ORDER -- WORK ORDER -- W...

W0 [12345AA0001 | Clent|D[T2345580001 | ClientName[NA | Ak Client ID[Davidson |

Wwork Order Infarmation I Status | Measures (20) | Phatos (@) |

Work Order [12345440001
Client ID [123454A0001 -]

Agency [1234588, | State

<Audit Mame>  Sample single wide ;l

| Cemmemt: | Single wide mobile home1

<Supply Library> |Sample Supply Library

Work Order Economic Summary

Mumber of Active Measures
Cumulative Estimated Cost |$4,522.72

Cumuilative Actual Cost l:l

~1
Contractor/Crew -]
=]

‘whork Order Type “Weatherization

by Work Dertame ] O[]
by Alternate Client 10 l: by Contractar I:
byClenthame [ ~]

>|>I|He| of Newl Eopyl Del |

Order [Bid Fom]

Select the Report bo Guput




5. With “Work Order (Bid Form)” shown in the “Select Report” drop-down list, click
on the “Snapshot File” button circled in red below:

*= WA B.5.0.0

File Edit Yiew Insert Format Records Window  Help

SRV fBRY o 2Ei P VLK R B E,

B WORK ORDER -- WORK ORDER -- WORK ORDER -- WORK ORDER -- WORK ORDER -- WORK ORDER -- W...

W0 [12345AA0001 | Clent|D[T2345580001 | ClientName[NA | Ak Client ID[Davidson |

Wwork Order Infarmation I Status | Measures (20) | Phatos (@) |

Work Order [12345440001
Client ID [123454A0001 -]

Agency [1234588, | State

<Audit Mame>  Sample single wide ;l

| Cemmemt: | Single wide mobile home1

<Supply Library> |Sample Supply Library

Work Order Economic Summary

Mumber of Active Measures
Cumulative Estimated Cost |$4,522.72

Cumuilative Actual Cost l:l

~1
Contractor/Crew -]
=]

‘whork Order Type “Weatherization

by Work Dertame ] O[]
by Alternate Client 10 l: by Contractar I:
byClenthame [ ~]

>|>I|He| of Newl Eopyl Del |

Select Report i [Bid Farm]

Preview | Pri Shapshot File

Select the Report bo Guput




6. The user now sees a “WA Report Work Order (Bid Form)” report as shown
below. The user should click on the “OK” button. (Note: The “Client Name” is
“‘NA”, the “Client ID” (Job Number) from the Agency is “12345AA0001”, and the
“Alt Client ID” is “Davidson” for the county. The same client information should
appear in the “WA Report Work Order (Bid Form)” report in the body and footers

circled in red below:

Work Order (Bid Form)

WORK ORDER INFORNATION
bhaet Order Nanre: 12345420001
Mok Oroler Tppe: Wieatherization

2nie: Sample single wide

R T INFORMVA TION

Client Name: NA

Ad'oress:
Cliert 1D 12345280001 . TH
Alt. Cert {0 Davidzon
n: AppllcantPerson of
Recond

AGENCY INFORMATION
Agancy: 1234344
Ado'mess: 123 Sample Street
Mashwille, TH 37242

Comrpany MNanme & License NMunber:

=]

Microsoft Access

Measures

Measure 1 Repair door

Cormrrent

# Marenal /Labar

10 Lnspecifed

Omer Demid

Comoorens

Desenpron/ Comm anc Unies

Mize Material

Meagsure 2 Generd Air Sealing

Contirent

Contracter's Sigratiire:

COMVENT
Single wide mobile homes

“Wwork Crder (B Form |
Wotk © 1k rName : 12345880001
Fepart R 01 12200

DOE Weatherzation Assktant
Weron 8.50
page 1ot 11

il Nores:

“Work Order (B Form |
Wotk C ik 1 Name : 12345440001
Feport R 01 12200




7. At the top of the “WA Report — Work Order (Bid Form)” document shown below,
the user should click on the “Print” icon circled in red (be sure that the default
printer is set to “Bullzip PDF Printer” as described in the :

*= WA Report - [rptWorkOrderSumBidForm : Report]

Filgy Window  Help

Fit +  Close J=i
Work Order (Bid Form) Measiires
Measure 1 Repair door
Conrarent
# Mamral/ Labo Dsenpoon /Co
WIORK ORDER INFORMATION 18 Lnspedified Wiz Material
Mot Oroler Manre: 12345420001 omer De @i
Work QOrder Type: WWieatherization | ”
Awoit Marve:  Sample single | ”
CLIENT INFORVA TION
Cient Mare: NA Address: Feld Homs:
Chignt{D: 12345420001
Alt. Client 10 Davidzon
CLIENT CONTACT INFORVA TION
ApplizantPer son of = Measure 2 General Air Sealing
Recad
Corrmenf
AGENCY INFORMA TION
Ageroy: 12345048 Agency Phame: (615) 555-1212 " Mamenal/ Labo Dascrpoon /o
Address: 123 Basy Strest Fa=: (H15) 5561212 1 nsulation General air sea
Nashwille, TH 37203 Email Addess: fancc.srEton @mn.goy (zetup cost)
10 M zcellaneous Infittration Red.
Supplies
. ocier Da!
Company Manme & Uoerse Number | ”
Contractor's Sigratue: | ”
COVIVENT
Fald Noms:




8. The user then sees the “Bullzip PDF Printer — Create File” Form, and the user
should make sure that the “PDF” selection is made in the “Format” drop down list
shown circled in red below. The user can then select the folder in which the user
wants to save the .PDF file by clicking on the “...” button next to the “Filename”
file selector also shown in red below:

Address:
VTN

ApplicantiPerson of b
Fecord

Agency Phone: (515) 555-121
Fax: (5158) 555-121
Email Address: DHSSampled

General

Measi
Field Notes:
& Bullzip PDF Printer, - Create File
Diocument ] Image ] W atermark. ] Merge ] Security ] Aibout ]
Format
PDF b —_—
ant Units  Qry
e
C:ADHS PDF Files to Email12345540001. pdf E] Bach 1
e cieation N Each 1
[] Dpen destination falder after creation
Measi

Freeware E dition

Save I [

Cancel

10



9. The user must now rename file before saving it to the chosen folder in the Client
ID format (shown below circled in red) in a folder on the client PC designated for
emailing PDF attachment files to DHS. The user should then click on the “Save”
buttons to save the PDF file to the chosen file name and designated folder
location.

&

My Recent
Docurments

@

My Documents

Fdy Computer

by Metwork,

Savein: | |2 DHS POF Files to Email

[C5)DHS POF Files to Email Backup Folder

About

o Spadi...

File:

Save

__h__
g, 12345440001 pdf b
Save as type: FDF [* pdf] b |

[ Cancel ]

AGENCY INFORIVA TION
Agency DHE Sample Agency
Addmss: 123 Exsy Rrewt

Company Name & Licanse Num
Contracind's Signatur:

COMIVENT

Hashvellle, TH 37200

Heading 1

Heading2 — cl
5

e Client
ing PDF

Freeware Editian

Save

J

Cancel

e JF
| =}

Please Note: In the “Save as:” drop down, the user has chosen to save the
“12345AA0001.pdf” file to the “DHS PDF Files to Email” folder. Please notice a second
folder named the “DHS PDF Files to Email Backup Folder”. The user should save the
“12345AA0001.pdf” file to the “DHS PDF Files to Email” folder, but after the virus scan
and sending the file as an email attachment to the DHS email address, the user should
cut-and-paste the “12345AA0001.pdf” file to the “DHS PDF Files to Email Backup
Folder” or similar folder as backup as an option to serve as an archive of sent files. This
optional procedure prevents confusion when selecting the current file to be attached to
an email.

11



10.The file should be saved by the user to the specified folder as shown below in
Windows Explorer:

@ C:\DHS PDF Files to Email
Edit

File: Wiew  Favorites  Tools  Help

eBack - \_/J LE /:‘J Search ‘E:" Folders

- @ Falder Sync

A=
a

Address |E C:\DHS POF Files ko Email

L

Falders

@ Deskkop

Ei My Documents
= My Computer
(2 S APPS/DATA (C:)
E 36549ec351d2f791bf4a89abd 1 64de
[C2) Applications
[C5) ARTS_Backup
[ Backup Files
) dell
[ oHs
Sl ]CHs FOF Files
IC5) DHS PDF Files ta Email Backup Folder
[ Documents and Settings
[C7) DRIVERS

|

e
—
",.J

[DHS PDF Files to Email Backup
Folder

~ 12345440001, pdf
Adobe Acrobat Document
| 132 KB

3
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11.The user must then use the PC’s up-to-date virus scanning software to scan the
file per the virus scanning help or manual instructions on how to do this. The
virus scan might be similar to that shown below, but the exact procedures
depend upon the particular virus scanning software installed on the user

machine:

%> Symantec AntiVirus
File Edit

Wiew Scan  Configure  Histories

Help

= @ Swrnantec Antivirus

+ Wig

- @ Scan
2 Cuskomn Scan
= Quick Scan
iy Full Scan

+ @ Configure

+ ﬂ Histories

+ Startup Scans

+ User-defined Scans

+-{i5] scheduled Scans
+ ﬁ Look, For Help

Custom Scan

SRR o Frs/DATA (C:)
+-[ 115 36549ec351d2f791bf4a59abd 1 64de
+ |_ IC3) Applications
+-[ 115 ARTS_Backup

IC5) Backup Files

£ dell
)

+--[FH-F

cld || |

DHS PDF Files to Email
[ 1I25) DHS POF Files ta Email Backup Falder
[v T 12345440001 . pdf
lii'l Documents and Settings
|) DRIVERS
I izae
|5 ID152E Debug MyC
I Inetpub
5 lewmnark
|5y M3oCache

I | |

Help

Opkions. ..

| Scan |

13



12. After the user scans the .PDF file for a virus per the virus software instructions,
the user should send an email to Weatherization Assist Program.DHS@tn.gov
with the subject of the email entered as “Subject: 12345AA0001 Work Order Bid”
similar to the email shown below (Note: Shown is just an example, and the
user’s email system may vary). In the body of the email, please put the Client ID,
the client County, and the Client Zip Code as circled in red below:

Send | Save draft Attach » | Spell check Richtext~ | ¥ 1 | Cancel &
From: MyEmail@Hotmail.com Show Cc & Boc B Grmeie

Wisther_Assist_Program DHSE@TR GOV

Subject: | 12345440001 Work Order Bid
0l Total size: 131.5 KB of 10.0 MB
12345440001, pdf (131.5 KE)

4
=
]

A
==}
by
[
i
1]
il
[t
Il
1
(L]
]
¥
]
il

AY 9
12345AA0001 &

Davidson
37203

14
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13.The user should right click on the original .PDF file (hamed “12345AA0001.pdf” in
the example above) to see a menu as shown below. On the Windows menu, the
user should select “Cut” as shown below:

HS PDE Files to Email

(=]

idit  wiew Favorites  Tools  Help l';'
ack - \_J l.ﬁ; /:\J Search E{E‘ Folders - @ Folder Sync
|[E| C:\DHS POF Files to Emai v | EY o

b4
(7] DHS POF Files ta Email Backup
W APPSIDATA (T | Folder
Aot

L) 36549ec351d2Fra1bf4a59abd164de

Open with Adobe Reader &

IC2) Applications Open
I5) ARTS_Backup Frink
|53 Backup Files
I dell Sean for Viruses. .
I5) DHS M NetWare Copy...
= |23 DHS PDF Files to Email :
IZ5) DHs PDF Files to Email Backup Folder Open With . »
|5 Documents and Settings B add to archive...
[C3) DRIVERS B add to "12345440001 rar”
5 386 B cCompress and email...
|5 IDISZE Debug MYC B Compress to "12345AA0001.rar" and email
15 Inetpub (A Power]st »
125 lexmark: cord To ,

I3 MSOCache

5 cache

1) nce91spz — “opy
123) Movell Create Shartcut
L) Program Files Delete
E Settings Rename
I3 Temp
I3 Tutarials Properties

) WINDOWS

15



14.The user should then right click on the back up folder, and select “Paste” from
the Windows menu to transfer the .PDF file (named “12345AA0001.pdf” in the
example above) to the designated folder:

@ C:\DHS PDF Files to Email

File Edit Wiew Favorites Tools  Help 11'
- 3 7 =, - | (6%
eBack =2 ] l? i Search ‘lL—_ Folders @ Folder Swnc
L
Address |[ﬁ Z:\DHS POF Files ko Email v| g
Folders
(5 W5 POF Files to Email Backy Tl 12345080001 pf
HS PDF Files to Email Backup obo foerobar Do
5l < APPSIDATA (C:) ~ r—l ore fddaha fievahat Docyment
[C3) 36549ec351d2F70 1 bfdatnabd164de Opzn
Applicati
I3 Applications —

I ARTS_Backup

Open as Motebook in Onetote
|5 Backup Files i

15 dell sharing and Security...
I3 DHs Badd to archive. ..
=l |2 DHS PDF Files ko Email B 4dd to "DHS POF Files to Email Backup Folder.rar"

|C=) DHS PDF Files to Email Backup Folder B Compress and email...
|5) Documents and Settings B Compress to "DHS POF Files to Email Backup Folder.rar" and email
|) DRIYERS & Groove Folder Synchronization >
I isa6 () PowerIS0 3

|5) IDISZE Debug MV

) Inetpub Scan for Wiruses, .,

2 lexmark M Metware Copy...
I0) M30OCache
) MaLCache Send To v
) nc491spz L4 cut
1) Mavell Copy
(L Frogram Fies
I5) Settings
£ Temp Create Shorbeut
I Tutorials Delete
[C3) WIP Docs Renamne
E WINDOWS Properties
5 WORK
= Permanrle w

16



15.The .PDF file (named “12345AA0001.pdf” in the example above) will now be
transferred to the backup folder:

% C:\DHS PDF Files to Email\DHS PDF Files to Email Backup Folder

File Edit View Favorites Tools  Help i
- =, - (&
e Back </ L.? p ) Search H_ Folders @ Folder Sync
Address |L.i'| :\DHS PDF Files ko Email\DHS FDF Files to Email Backup Folder v | G0
x
Folders - 12395480001 pdf
B = APPS[DATA (C1) A Adobe Acrobat Document
; b, 132KB

lﬂ 365492c351d2f721bF4a89abd 1 64de
I5) Applications
[0) ARTS_Backup
I2) Backup Files
1) dell
|0 DHS
= [3) DHS PDF Files ko Email

[®] OHS FOF Files to Email Backup Folder

|) Documents and Settings

16. This completes the process for the user to email a “Work Order Bid” .PDF
document to the DHS Weatherization staff. The user can now go back and
update the Client forms so that the Work Order will contain the necessary client
information to go to the Agency. Also, the user can now reset the user PC default
printer to whatever is appropriate. However, the next time that the user needs to
send a PDF file to DHS, the default printer must be set to “Bullzip PDF Printer”
when sending DHS another “Work Order Bid” file attachment via email.
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